
Enter your Kansas Employee ID 
number. 
 
The first letter of your employee 
ID must be “upper case” or 
“capitalized”. 
 Then click on 

continue 

If you cannot sign 
in after two tries, 
 
Click on “Forgot 
your password” 
before you get 
locked out. 



Answer your secret 
question and enter your 
birth date. 
 
Birth date must be in the 
proper format, example: 
10/31/1960 

Click on Display New Password 
when complete 

Write down the password Self Service is giving you. 
(All letters in the system-generated password are in lower 
case) 
 
This is a temporary password. You will be prompted to 
change it to a password of your own choosing when you 
use it to sign in. 
 
Click on OK 



Click on 
“Click here to change your password” 

You will then be prompted to change your 
password. 

Enter your employee ID 
 
Enter the password Self 
Service just gave you. 
 
Click Sign In 



Click on “Change Password” 

Type in the password just given to you, exactly 
the way it was given, into the “Current 
Password” box. 
 
Type in a new password of your choosing in the 
“New Password” box. 
(Passwords must be between 8 –12 characters, 
with at least 1 letter and 1 number) 
 
Type it again in the “Confirm Password” block.
 
Then click OK 
 



 

Click on “Main 
Menu” to leave this 
page 

You will be taken back to this page. 

You will then be taken to 
the Self Service page 
where you can check the 
information you want. 
 
CONGRATULATIONS! 


